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Chapter 1: Introduction to DTS Personal Profiles

Forthe Defense Travel SystedT$, anyone who reques access must have a profil#TS uses information in

that profile to determine what DTS tools a person may access and what actions they may take in the system. As
a Defense Travel Administrator (DTA), one of your responsibilities may be the creation and maintenance of the
personal profiles that belong to persoahassigned to your organizations. This chapter explains how you

manage the personal profiles.

Note: For the purposes of thdocument t he terms “person,” “profile,”™ *
similar terms are generally synonymous.

1.1 DTS Profile Types
DTS supportsvo types of profilesuserprofiles anduser/travelerprofiles. A person has a profile type based
solely on whether or not they will perform official travel for DoD. A person who never does (or never will)

perform such travel haa user profile. A person who does (or may) perform such travel has a user/traveler
profile. In this respect, their assigned DTS roles, if any, are irrelevant to their profile type.

1.2 DTS Personal Profile

A DTSuserprofile only contains enough informatin  f or DTS to confirm the indiyv
access to the DTS tools and modules required to perform their assigned DTS udestrAvelprofile contains

that same information, but also includes data necessary to support travel documecggsing and voucher

payments (e.g., personal address, duty station address, financial information). Sections 1.2.1 through 1.2.8
provide more details about profile contents.

Key Note 11In all profile sections, a red asterisk denotes a mandatory field.

Key Note 2 Slightly different fields display in the personal profile screens, depending on whether you are
creating or updating the profile. Clarification of these differencesfariner below.

Key Note 3 At the time organization assignment, the useriteder profile automatically receives the
organization’s default routing list, unless a DTA c

1.2.1 Profile Common Data

TheCommon Datasection (Figure-1), which appears in both user and user/traveler profiles, holds very basic
personal informaibn. Table 71 explains its contents in detalil.

T

SSN: 0OKX2111

Middle Initial- |:|

Last Name: * | |

Organization Name: * [DTMOCSD

Email: * | |

Figure 71: Personal Profile Common Data Section

Defense Travel Management Office 3
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Table 71 explains its contents in detail.

Table 71

COMMON DATA FIELDS

August 16, 2022

Description
SSN The person’s Soci al Seditablerfialdt vy,
First Name
Middle Initial Enter the person’s name.
Last Name
Organization Name Enter/select the assigned organization for the person.
Email Enter the person’s work emai

1.2.2 Profile User Specific Data

TheUser Specific Dataectin (Figure 72) also appears in both user and user/traveler profiles. It contains

information that allows DTS to provide accessaoious DTS tools and modules.

User Specific Data

Organization Access: * |N0 Org Access

Group Access: I

—Group Name

Editable Permission Level(s):* [Jo [ 1121341515
Approval Override: * NO
Manually Entered Transaction: * () Yes(e) No

Non-DTS Entry Agent (T-Entered): * () Yes(s) No

It may take up to a day to propagate a user to specific groups in the Bl and Reporting Tool, depending on
permission levels.

DTA's Bl Advanced Reporting Access:  No
Bl Advanced Reporting Access: * NO
Self-AO Approval: = () Yes(e) No

UserID: DEFAULT

—Organization Owner Name

Figure 72: Personal Profile User Specific Data Section

Table 72 explains its contents igetail.

Defense Travel Management Office
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Table 72

USER SPECIBATA FIELDS

Description

Organization Access

Enter the person’s main orgga4a
the DTS assets (e.g., routing lists, budgets) of the named
organization and its subordinate organiitats.

Group Access

Organization Owner Namé&nter the organization that owns the
group. Allows you to select a Group Name.

Group NameSelect the group. Allows the person to see travel
documents of travelers who are members of the group.

Non-editable (Only displays when editing a profile.) Shows permission level
Permission Level(s) the person has, but that you

don’t have the permission | e
Editable Permission Checks show the per s &arumhegke r

Level(s)

boxes to grant or revoke permission levels.

Approval Override

Defaults toNo. Noneditable unless you have permission level 7
Shows whether or not the person may approve travel
documents without being on a routing list.

Manually Entered
Transaction

Defaults toNo. SelectYesif the person may enter an adjustment
transaction into the budget. (Usually, Finance and Budget DTA
have this option.)

Non DTS Entry Agent
(T- Entered)

Defaults toNo. SelectYesif the person may sign vouchers on
behdf of travelers.

Debt Management
Monitor

(Only displays when editing a profile.) DefaultNim Selectyes
if the person may use DTS to track travel debt and collection
actions.

DTA' s Bl an Noneditable.Yesor Noindicates whethe or not you may

Reporting Tool Access| access the Business Intelligence and Reporting Tool (BIRT).

Bl Advanced Nonedi table i f you don’t have

Reporting Access defaults toNo. Selectyesif the person may access BIRT.

Self AO Approval Defaults toNo. Selectyesif the person may sign their own DTS
authorizations.

User ID Non-editable. DisplayPEFAULT f t he per son’ g
i nacti ve. Updates to the per
DTS for the first time.

Reset User ID Selecttoinact®st e t he person’s DTS
troubl eshooting scenarios (€
person’s Common Access Card)

Defense Travel Management Office
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1.2.3 Profile General Traveler Data

TheGeneral Traveler Dataection (Figure-B8) only appears in user/traveler profildst cont ai ns
contact information at work and some personal information DTS needs when creating travel documents.

General Traveler Data

Civilian / Military: *
Title / Rank: * You must select an option from the 'Civilian / Military’ list.

Mailing Address Line 1: * | |

Mailing Address Line 2: |
City:* | |
|

State / Country: * | | Lookup |
Zip/Postal Code:* | |
Is mailing address same as residential () yeg ® No
address?
Routing List Name: * |Select One... V|
Default LOA Label: | v/

Figure 73: Personal Profile General Traveler Data Section
Table 73 explains its contents in detail

Table 73

GENERAL TREMEATA FIELDS

Description

Identify the person as a DoD civilian, a military enlisted person
or a military officer.

Select the person’s pay grad
the Civilian/ Military option. For military personnel, additional
fields f oActivehReseppeategaymahddilitary
Branch of Servicdisplay.

Civilian / Military

Title / Rank

Mailing Address Line 1
Mailing Address Line 2

City Enter the per sloneeded, useéoakipto ind d r
State / Country the state or country code.
[Lookup]

Zip / Postal Code

Is mailing address
same as residential
address?

Defaults toNo. Selectyesto copy all address fields into the
Personal Dataection.

Routing List Name

Select the routing list that will automatidglpopulate in the

person’s DTS travel document

Defense Travel Management Office
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Default LOA Label

Select the default line of accounting (LOA) that will
automatically popul ate i

n th

1.2.4 Profile Personal Data

ThePersonal Datasection (Figure-A)onlyappears in user/travel
contact information. Table-4 explains its contents in detail.

Personal Data

Resident Address Line 1: |
Resident Address Line 2: |
Resident City: | |
Resident State / Country: |
ResidentZip/ Postal Code: | |
Resident Phone Number: * |
Emergency Contact Name: * | |
|

Emergency Contact Phone Number: *

Gender. * |MALE WV

er profiles

Figure 74: Personal Profile Personal Data Section

Table 74 explains its contents in detalil.

Table 74

PERSIONADATA ELDS

Description

Gender

Select theappropriate data.

Enter the person
the state or country codeNote: If you selected esto the

guestion, “Is mailing addres

the General Traveler Dataection, DTS populates this
information for you.

s wWoakdpto ind d r

Resident Phone
Number

Enter the person’s celll

/ ho

Emergency Contact
Name

Enter the name of the person

Emergency Contact
Phone Number

Enterte emer gency contact’'s

cel

Defense Travel Management Office
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1.2.5 Profile Duty Station Data

TheDuty Station Datesection (Figure-b6) onl vy

appears

i n

August 16, 2022

user/ travel

station information, and some additional informatiomB needs when creating travel documents.

Printed Organization Name:

Present Duty Station Name:

Service [ Agency by which the traveler is
employed:

Number of Work Hours / Day:

Time Zone:

Duty Station Address Line 2:

Duty Station City:

Duty Station State / Country”

Mail Code:

Duty Station Fax Number:

MNumber of Miles to Closest Airport:

 Duysttonbaa _________________Jm
| |
| |
' |Select One ... v
: |Se|ect One ... v
| |
| |
| |
: | | | Lookup |
[ ]
| |
| |
| |
-

Duty Station Address Line 1: *

Duty Station Zip / Postal Code: *

Duty Station Phone Number: *

Unit ID: *

Figure 75: Personal Profile Duty Station Data Section

Table 75 explains its contents in detalil.

Table 75

DUTY STATIOMNATA FIELDS

Description
Printed Organization Enter the real (i.e., notDTB)ame of the pers
Name
Present Duty Station Enter the name of the person

Name

Service / Agency by
which the traveler is
employed

Select the person’s Componen

Number of Work Hours /
Day

Select the number of hours the persepends at work each
workday.

Time Zone Select the time zone the duty station is in.

Duty StatiorAddress

Line 1 Enter t he ptonaddress. § nedded, use Lodkiap
Duty StationAddress to find the state or country code.

Line 2

Defense Travel Management Office
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Duty StationCity

Duty StationState /

Country[Lookup]

Duty StatiorZIP/ Postal

Code

Mail Code Enter the duty station mail code, if any.

Duty StationPhone Enter the duty stati/bomés eme
Number telephone number.

Duty Station Fax Number| Enterhe duty station’s fax num
Number O.f Miles to Enter the distance from the duty station to the nearest airport.
Closest Airport

Unit ID Enter the unit ID code.

1.2.6 Profile Other Data Elements

TheOther Data Elementsection (Figure -B) only appear# user/traveler profiles. It contains one or two
pieces of additional information that DTS needs in rare travel situations.

Other Data Elements

Tech Status (For Information Only):© No v

Air Crew Status (For Information Only):* |[No

Figure 76: Personal Profile Other Data Elements Section
Table 76 explains its contents in detail.

Table 76

OTHERATA FIHDS

Description
Tech Status (For Defaults toNo. Selectyesif the person is a duatatus military
Information Only) technician.
Air Crew Status (For Only appears for military personnel. DefaultdNo. Your
Information Only) Component determinethe circumstances under which you
would selectyes

1.2.7 Profile Government Charge Card (GOVCC) Data

TheGovernment Charge Card (GOVCC) Batztion (Figure-7) only appears in user/traveler profiles. It
contains informati on menbToauvet Charde €ard (GTCC)eatceunt’ s Gover n

Note: DTS uses the abbreviati@OVCastead of GTCC.

Defense Travel Management Office 9
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Government Charge Card (GOVCC) Data

CSATTR:* No
Gov"t Charge Card Holder:* s Yes (| No
Advance Authorization: © | CARD HOLDER »

Mandatory Use Of GOVCC: * Exempt » Non-Exempt
Account Number:
GOVCC BExp. Date: A v

Figure 77: Pesonal Profile;f GOVCC Dataection
Table #7 explains its contents in detail.

Table 77

GOVERNMENT CHARGE CARD (GOMCE)FIELDS

Desciption

CSA/TTR This field is not editable and is no longer used.

Gov’'t Char ge DefaultstoYes SeleciNoif the person is nota GTCC holder.

Advance Authorization Defaults toCARD HOLDERhich prevents the person from
requesting travel dvances. Change to another option to allow
the person to request a travel advance.

Mandatory Use of Defaults toNon-Exempt which forces certain payments to GTC
GovcCcC and prevents travel if valid GTCC data is absent. Sekerhpt
to allow travel even whout valid GTCC data.

Account Number Enter the person’s GTCC accao

GOVCC Expiration Date Select the person’s GTCC exp

1.2.8 Electronic Funds Transfer Data
TheElectronic Funds Transfer Dasaction (Figure -B) only appears in usetr/traveler profiles. It contains

information about the traveler’'s personal checking
to receive electronic payments. DoD requires EFT data in most cases.

Electronic Funds Transfer Data

Enter only one account with a routing number
Mandatory EFT Payment: * @ Yes () No More information
Checking Routing Number:

Checking Account Number:

|
|
OR
Saving Routing Number: I:l
|

Saving Account Number:

Figure 78: PersonaProfile¢ Electronic Funds Transfer Data Section

Defense Travel Management Office 10
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Table 78 explains its contents in detail.

Table 78

ELECTRONIC FUNDS TRANSKERFIELDS

Description

Mandatory EFT Payment Defaults toYes SelectNo onlyif the persondoes not have &
accountwith afinancialinstitution that can receive EFTsytu
selectNo, the traveler must justifyhe selectionon verytrip
authorization.

Checking Routing Number
Checking Account Number Unless you sdtlandatory EFT Paymerib No (very rare)you

OR must enter EFT information for a checking or savings account,
Saving Routing Number but not both.

Saving Account Number

1.3 Establishing Profile Information

As a DTA, you can create andimain personal profiles for your organizationthe DTA Maintenance Tool
Peoplemodule Another option igndividuals can create their own profilesingSelf Registratior{with certain
exceptions) and then update their information as neeadthin DTSNote: Contact your Component or Local
POC to determine how your organtiizm will establish profiles fdDTSaccess.

In general:
1 Smaller oganizations and organizatioesperienénglittle personnel turnover, may prefer a DTA to
create and maintain personal profiles.
0 SeeSection 2.2 for instructions on updating DTS persondfilas.

0 SeeSection 2.7 for instructions on how to create personal profiles when a new arrival does
not have a DTS personal profile.

Even if a DTA creates thergonal profile the travelershould review the data to ensure accuracy. After
all,aDTAisrio al ways in a position to know when anot h
number, bank account information) change.

1 Largerorganizations and organizations wihgreat deal of personnel turnover, may require individuals
to create their own pofiles as much as possibleee Section 1.3.1 f@elf Registratiorprocess.

Once the profile is in DTS, the traveler can update most information. There are a few fields which a
t r avel er rank/grade or aneothanizatidof reassignment soa DTANot a traveler) must
updatethe profile on behalf of the traveler.

Note: Recommengberiodically reviewingrofilesand updating the informatiotefore document creation to
reduce document processing and payment problems.

1.3.1 Individual Self-Registers and Updates Personal Profile

New arrivals who do not have a DTS personal profile can useetfikegistratioomodule to create their own
personal profile. They can complete most of the form on their own, but usually are unfamiliar with required data

Defense Travel Management Office 11
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suchas their DTS organization name. Whenever possible, a DTA should provide a reference sheet to assist with
profile setup.TheDTS Guide 1: Overvignovides the steps on hoanindividual ompletesthe form.

When they finish entering their selégistration information, they submit th8elf Registratiomequest. A DTAt
your site reviews and accepts tiself Registratiorprofile, then the individual calog in to DTSror the OA
actions, see th®TA Manual, Appendix A: Sedfofistration

Regardless of who initially created the DTS profile, all personnel should verify and when necessarthepdate
own information.

Here’s how a traveler updates their profile:
1 From theDTS Dashboatdiccess théogin Information They select their name and a drdpwn
provides access thly Profile. From here, they can change their information at any time.
Thefirst time they try to create a travel document, DTS will present their profile for review and update.

Any time they try to create a travel document, if they have not logged onto DTS in 60 days or if their
GTCC is due to expire within 60 days, DTS w#lenit their profile for review and update.

1 Inany active DTS travel document, they aaness theiprofile. They can choose to execute those
changes for the active document only or to save them to their permanent profile.

Note: For all the listeaptions, the person can update mbef the information themselves. If a field is grayed
out orread-only,then only a DTA can update the information.

Defense Travel Management Office 12
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Chapter 2: Working with DTS Profiles

You access DTSHitps://dtsproweb.defensetravel.osd.mil/d@pp/pubsite/all/view/. Once logged into the
system, you can perform administrative actiomte DT®TA Maintenance Todllows you to manage and
maintainyour organization esourcesYou use thdeoplemodule to locate, create, updateetach, and
receive profilesThis documendliscusgsall these options.

Fromthe DTS Dashboardnouse over thédministration menu (Figur&’-9), then selecDTA Maintenance
Tool Note: You can also ugke quick tile to accesBTA Maintenance Tool

System Status: @ EWTS v

Defense Travel System
N

‘ @ Helen D West v
Home Trips v Travel Tools v Message Center

& Qg Administration |||| Reports c ‘
'4

Trips Awaiting Action Budget Tool ' Report Scheduler &' DTA Maintenance Message Center

A Tool
Ea Read-Only Access (ROA)
Self Registration Administration

zy ROA Invoices &'

DTA Maintenance Tool

My Travel Docul

Your upcoming, current, and cc Delegate Authority

Document Unlock Tool

Figure7-9: DTS DashboargAdministration Menu

TheDTA Maintenance Tool Homgage (Figur&-10) opens. From th®TA Tools Bawhich appears on every
screen in theDTA Maintenance Todlyou can accesslahe DTA Maintenance Toahodules in which you have
permissions, without returning to thBTS Dashboard

Jser Mame: Helen West Screen 10: 70001
On coess: (A DTAHome | Helpforthis Screen | Logout

Defense Travel System

. : 0,1,22.4567,80 i
A New Era of Govemment Travel g Al I DTA Maintenance

DTA Tools: << Select an option from the DTA Tools dropdown.

Welcome to the DTA Maintenance Tool
This tool provides authorized DTAs with the ability to create and modify organizations, routing lists, groups, people, and lines of
accounting (LOAs). Please select an option from the DTA Tools dropdown menu above.

Your Maintenance Tool Permissions:
» You have the proper permissions to edit organizations
You have the proper permissions to edit routing lists
You have the proper permissions to edit groups
You have the proper permissions to edit people
You have the proper permissions to edit lines of accounting (LOAS)
You do NOT have the proper permissions access MIS
« You have the proper permissions to access ROA

Figure7-10: DTA Maintenance Tool Home Page

SelectPeoplefrom the DTA Toolslrop-down list. TheSearchPeoplescreen (Figur&-11) opens and thd®TA
Tools Bamupdates providing options to allow:

1 Search for a profile

Defense Travel Management Office 13
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1 Create a profile

1 Receive a profile

1 Create a report that shows uahe details about a profile

Below is a description of each of these options.

2.1 Search for a Profile

Before you can upate aprofile, you must find it. To help you do that, tis=archPeoplescreen (Figur&-11)
automaticaly opens when you open theeoplemodule. You can also accabgs screen from any screen within
the Peoplemoduleby selectingsearchPeoplein the DTATools Bar

DTA Tools: Search People | Create Person | Receive Person | View Person Lists

Search People * Required

For "Qrganization Name" and "Organization Access" fields, please enter four or more characters in the corresponding field to
display list of available organizations.

Organization Name: * (NONE)
[J —Include Sub-Organizations

Person Type: = | All v

Last Name: I

Organization Access:

Permission Level:

Figure7-11: Search Peopl8creen

To search for arofile:

1. (Optional) Yourmainrogani zation’s name (based on your organi
Organization Nameext field. Change it if you need to searfoh a profileunder a different

organization.
2. (Optional) If you want a profilewned by organizations subordinate to the one in hreganization
Namefield, check thdnclude SubOrganizationsbox.

3. (Optional)Use the following fields to limit the sear result, or skip thento search all profiles.

1 Person TypeLimit by profile type- User or User/Traveler.
1 SSNLimit to a single individuaimust enter full SSN.
1 Last NameLimit by full or partial name at start of name.
o Example Enter “ed” to find rdc&Etdnfofrrdesdr iamnkd” .“ Edwarr

 First Name Same as Last Name.
o Example Enter “ra” to find " Rachel” and “Randy’

1 Organization Access Li mit by the organization to which a
Organization Access’”

Defense Travel Management Office 14
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1 Permission LeveLimit by a selected permission level.

4. SelectSearch Thescreen update$o display youlPeople(Search ResultgFigure7-12).

August 16, 2022

DTA Tools: People Search People | Create Person | Receive Person | View Person Lists
People (Search Results)
Organization Name: DTMOCSD SSN: Permission Level:
Include Sub-Organizations: No Last Name: west Person Type: All
Organization Access: First Name:
SSN: XXXXX9741 Organization: DTMOCSD
o Permission: 0, 1, 2 Organization DTMOCSD
. vvesl, Access:
Name: chris A
Rank: GS-13 Group Access: DTMOCSD
Travel Team
SSN: XXXXX9743 Organization: DTMOCSD
Permission: 0 Organization No Org Access
Access:
Rank: ME-06 Group Access:
None
SSN: XXXXX9743R Organization: DTMOCSD
Permission: 0 Organization No Org Access
Access:
View Group(s) Rank: GS-11 Group Access:
None

Figure7-12: People(Search Results) Screen

From this scree, you carlUpdate, Detach View Groups andView Dependents Bdow covers all of these
different options.Note: Delete is not available faelecting byDTAs in DTS. SBelete ProfileSection2.4 listed

below forthe deleteprocess.

2.2 Update a Personal Profile

Wheninformation changes that can impact a traveler documemou should update the profile to reflect the

current information.

To update a personal profile, begin on tReople (Search Resultsgreen (Figure-12).

1. SelectUpdatenext to the person's name. Thépdate Persorscreen (Figure-13) opens

Update Person

* Data Required

SSN: XXXXX9743
Is this person going to travel?: * ® Yes() No

Continue Cancel

Figure7-13: UpdatePerson Screen

2. (Optional ) The Isthidpesonigaing to travel?n e e tf aeglf thés person
currently has a user/traveler profile &oif the person has a user profile. You can change the profile

type by selecting the o#r radio button.

Defense Travel Management Office
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Note: I f you try to change the person’s profile typ:
warns you with a pojup that the traveler information in the profile will be irretrievably lost if you
continue. SelecOKto acknowledje the message and change the profile type. On the other hand, if you
try to change the person’s profile type from a us:¢
mandatory traveler fields before DTS allows you to save the updated profile.

3. SelectCortinue. TheUpdate Profile (User/Travelepr Update Profile (Usergcreen opens, depending
on which radio button you selected. It displays all the profile information for that profile type. See
section 1.2 for detailed information about the personal petypes.

4. Make all necessary changes.

Note: DTS uses permission | evels, accesses, and sp
certain modules and functions. You must determine which permission levels, roles, and accesses the

person needs$o accomplish their duties, and only assign the necessary item®Baévanual, Chapter

3 for much more information about permission levels, roles, and accesses.

5. SelectSave PersonThePeople(Search Resultg9)agedisplay(Figure7-12).

2.3 Detach a Person from an Organization

DTS has a twstep process for moving a person between organizations, when one DTA does not have

organization access to both the losing and gaining organizations. The first step happens when a DTA at the losing
organizationdetaces t he person’s profile. The second step ha
receives the profile. For more on the receiving step of the processgssimn 2.8.

When aprofile is detached, it imovedinto what DTSefers toas the* N o romgdhization Many DTAsonsider

this state as, bel onging to the None Org."
When a profile is detached:
1 There is no organization of assignmewat,ting list, LOAs and Budgetssociated to the profile.
Document creation is not permitted for a detached prmfil
Permissgon levels, roles, and accesses areoked so the individual loses access to DTS.

An Aut hori zi ng DdefatedheinSighature puthorftyio brethewAOois no longer
delegated.

1 The GGMRs that belong to the losing organizatimnyever, continue to affect the detached profile
until the new organization receives it.

Note: DTAs should follow their Component or Local Business rulgsdoting, tracking, andevokingfor
designated Individuals who hold a specialized role (e.gtifpOfficials DTAs)Be sure to remove Routing
Officials from routing lists and replace with new Routing Offigilés/ailable.

Here is how t oprofilefitorayolr organizaton:s o n’ s

1. From thePeople (Search Resultsgreen (Figure-12), viewthe profile. SelecDetachnext to the name
of the person you want to remove. Tibetach Persoscreen (Figure-14) opens. Verify the full SSN.
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Detach Person

Name: Nguyen, Andreas
SSN: 111141111
Rank
Permission Level
Organization Name: DTMOCSD
Organization Access: No Org Access
Group Access None

Figure 714: Detach Person Screen

2. SelectDetach ThePeople (Search Resultsgreen refreshes with no names the list.Note: If you
need to retrieve a detached profile, use tReceiveoption. Enter the full SSN to locate the profile and
then assign an organization. Update the profile as needed.

2.4 Schedule a Profile for Deletion

As outlined in section 2.3h& Detachoption releases a profile from an organization. An Organization or Lead

DTA use this function when a traveler no longer requires access to their organization (e.g. traveler changes
organi zations, retires). Nowéorddebdoldiiggbié di pdef i het eé mai
received into a DTS Organization.

Deleteoperates differently than théetachoption. Deletemeans you no longer require access to the traveler.
Once selected, if the traveler profile is not associated to arpudeents, DTS removes the profile permanently.
If the traveler profile has processed documents, the system schedules the profile for deletion in 15 months.
After the allotted time, if the profile remains detached from an organization, the profile andrafisgmnding
documents are purged from the system. See Table 7.9 for more details.

Adhering to travel compliance, tHaeleteaction is reserved for those at permission level 8 ased on a
limited basis.Note: DTAsand Component Representativdso n ’ t acdess td®letea traveler profile

If a traveler profile contains an invalid SSN, (SSN field is not editable) and\tinea8®elong to someone else
then Deleteprofile is an option.

You as an Organization or Lead DTA should:
1. Verify the SSN is incorrewith the traveler or other supporting records
2. Determine if the invalid SSN profile has associated documents.

3. Follow your local business rules regarding document retention for audit tracking purposes and
budgetary accountability.

4. Submit a TraX Help Titke Request Personal Profile Deletibat only after following your local
business rules.

After receiving a validated TraX Help Tickie¢ appropriate POGchedules the delete profile:

1. Fromthe People (Search Resultsgreen (Figure-12), selecDeletenext to the name of the person
whose profile you want to schedule for deletion. Thelete Persorscreen opens (Figurels).
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Delete Person

Please note that this users dependants will also be deleted.

Name:

SSN:

Rank:

Permission Level:
QOrganization Name:
QOrganization Access:
Group Access:

Nguyen, Andreas
111141111

0

DTMOCSD

Mo Org Access
None

| Delete Person || Cancel ‘

Figure7-15: Delete PersoBcreen

2. SelectDelete PersonTheSearch Results c r e e n

displays on the list.

refreshes.

Thegael et ed

Note: After profile removal (e.g., wrong SSije DTA musCreatea new profilefor the travelet

Table 79 explains the DeletPersonactions.

Table 79

If the

PSNE 2 Y

Business
Rules

RESULTS OF A DELETE PERSON ACTION

TraX Hgb
Ticket

X5 ¢{ X

Is the Acton
Reversible?

What are My
Options?

Has no .. follow local .reques Oper at i No,the system Create a new
signed business rules | deletion by deletes the removes the profile. Verify
documents for submitting a profile current profile. the SSN and all
i n DTS| documenting TraX Help immediately. information.
the problem Ticket
Has signed ..follow local .. request a schedul Yes, ifaDTA Receive the
documents business rules | deletion by profile for receives the profile back into
in DTS| for submiting a deletion in 15 person (see DTS using the
documenting TraX Help months. section 2.8) SSN and assign
the problem ticket schedul Wwithinl5 an organization.
and dependents months. Update the
maintaining named in the profile if
documents profile for required.
months. person can log
does n( into DTS.
the person to log
in.
No, if no one If the person
all ows . .
. receives he requires travel,
authorized o
person within 15 Create a new
personnel to see :
s months. profile.
their existing
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documents for Verify the SSN
15 months. and all
information.

Verify the
person can log
into DTS.

2.5 View Traveler& Groups
Tosee the traveler’s groups

1. On thePeople (Search Resu)tscreen(Figure7-12), selecView Group(sfor the profile.The
NI @St S NXDIaclude NdRedr (Fighré I6) opens.

Traveler's Group(s) Include

Name West, Chris A SSN:
Qrganization Name Group Name
DTMO DTMO GP
DTMOCSD CsD
DTMOCSD Travel Team

Close Window

Figure7-16: TraveleQd D NP dzLBcéeeén Ly Of dzRS

2. The screen displays all the ggs to which the person belongautomatic- Global Group Membership
Rules (GGMR3Ind manual methods. It is informational only. There are no actions available on this
screen (apart from selectinglose Windowto exit). Meaning you can’t remove ofr
group from thePeoplemodule.

2.6 Dependent Information

BEveryone who creates documents for official travel (or has document created for them) in DTS must have a
personal profile. When dependents go on official travel, they also need a profile, and DTS provides a
straightforward way of creating and maintainingopf i | es f or a person’'s dependen

To access dependent information in DTS, fromRkeple (Search Resultsgreen (Figure-12), selecView
Dependentsnext to the sponsor of the person whose dependents you want to seeD€&pendents for
<traveler>screen(Figure ¥17) opens. If the traveler has any dependent information in their profile, it displays
on this screen.
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Dependents for west, Chris A
Add Family Member
Update \ West | Date Of Birth (mm/dd/yyyy): 04/16/2012 -
Delete Elui=s George Passport Number: Expugg?;
Update Name: West , Date Of Birth (mm/dd/yyyy): 12/12/1990 -
Delete * Lilly Passport Number: EXP'EE?;

Figure 717: Dependents for <TraveleBereen

2.6.1 Add Dependent Information

To add a family member to a person’s profile:

On theDependens for <Namesscreen (Figure-17), selecAdd Family MemberTheAdd Family
Member screen (Figure-18) opens.

Add Family Member * Required

First Name: *
Middle Initial:

Last Name: *

T

Date Of Birth(mm/dd/yyyy): *

Relation: *

Passport Number:

|
Expiration Date: | |

| EX

Save Person || Cancel ‘

Figure7-18: AddFamily MembefGcreen

3. Enter or select an option for all required fields, and as many optional fields as you want. They are all
selfexplanatory.

4. SelectSave PersonTheDependents for Travelescreen (Figure-17) refreshes. It displays information
about the added dependent.

2.6.2 Update Dependent Information

Toupdate a family member’s information:

1. On theDependents forxkName>saeen (Figure 717), selectUpdatenext tofamily member whose
profile requires a changdheEdit Family Membescreen appears (FigurelB).
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Edit Family Member - Data Required

First Name: - | Lilly |

Middle Initial: D

Last Name: - |West |

Date Of Birth(mm/ddlyyyy): * [12/12/1990 | =~

Relation: -

Passport Number:

|
Expiration Date: | |

| Save Changes H Cancel |

Figure 719: Edit Family Member Screen
2. Change the necessadata.
3. Select &ve ChangesTheDependents for Travelr screen (Figure-17) refreshes. It displays the

updated information about the dependent.

2.6.3 Delete Dependent Information

Toremovea family member’s informati on:

1. On theDependents for <Namescreen (Figure-17), selecDeletenext to family membewhose
profile you need to removelheDelete Family Membescreen (Figure-20) opens.

First Name:  Christine
Middle Initial:
Last Name: West
Date Of Birth(mm/dd/yyyy):  03/22/1985
Passport Number:
Expiration Date:

Figure 720: Delete Family Membe3creen
2. SelectDelete TheDependents for Travelescreen (Figure-17) refreshes. The deleted dependent no
longer displays.
2.7 Create a Personal Profile

Everyone who accesses DTS most have a profile. If the individual may travel, then create a user/traveler profile.
If the individual will only perforranadministrative role, you can create a user profiiete: Follow your
Component oiLocal Business rules for profile creation.

Here is how to create a persorofile in DTS:

1. From thePeoplemodule, selecCreate Persorfirom the DTA Tools BaiTheCreate Persorscreen
(Figure 721) opens.
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DTA Tools: Search People | Create Person | Receive Person | View Person Lists

Create Person + Required

Is this person going to travel?: = () Yes() No
Reserve/National Guard: [ |

Continue || Cancel

Figure 721: CreatdPersoriScreen
2. Entertheper sSBN’ s

3. Ne x tIs thiopersSon going to trave|?3SelectYesto create a user/traveler profile, ddoto create a
user profile.

4. Check theReserve/National Guardbox, if this profile is for a member of one of those organizations.

5. SelectContinue TheUpdate Profile (User/Travelerpr Update Profile (User)screen opens, depending
on which radio button you selected. It displays all the profile information for that profile type. See
Section 1.2 for detailed information about the personal profile types.

6. Make all required entries and as many optional entries as needed.

Notel: DTS uses permission | evels, accesses, and spe
certain modules and functions. You must determine which permission levels, aolksccesses the
person needs to accomplish their duties, and only assign those items.

Note 2 In order for a DTA to grant a permission level, organization or group access, within a profile, the

DTA must have those options designated within their own f@olffleaning ifyou needto grant

permission level 2, to a Routing Official, thgm must have access to permissio | evel 2. That d
mean youwill use the permission level to actually perform the duties as a Routing Qfficiassyour
organizationdesignatedy o u that rele.

Note 3 When you aresetting up a profile, and if the permission level is grayed out or is not visible,
you can’'t gthea theayoushouldecentae a hsgher level DTA, Site POC, or Component
Representative for qaport.

SeeDTA Manual, Chapterf8r much more information about permission levels, roles, and accesses.

7. SelectSavePerson ThePeople (Search Resujtscreen (Figure-I2) opens. The details appear for the
person you just created.

2.7.1 Designate a Traveler Profile as a Self-AO

Before you can designate someone &8adfAQ, check your local business rules for any required training. In DTS,
the Self! h Qréfile must reflet the specialized role. To do so, set tBelfAO Approvatadio button toYesand

make sure the permission levels reflect 0 andl8te: Follow your local business rules for granting permission
level 1 (view budget) to AOs.
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You may also consider changihg default routing list in the&self! h Q&S profile to be the routing list showing
them as &SelfAQ

You can find additional information about the DTS User roles iDffe Regulation®oDI 5154.35And SelfAOs
in the DTS Financial Field Proceduresi&ui

2.7.2 Identify a Traveler Profile as Self-AO in a Routing List

A SelfAOcan approve their owauthorizationsand be on a routing list as an ApprovEpur organization can
either designate someone else to serve as an AO for vouchers and local voarcimstsuct theSelfAOto use a
different routing list, since th&elfAOcannot approve their own vouchers or local vouchers.

Figure7-22 shows a routing list for all document types, witlsalfAO(Eric West) designated as an AO for
authorizations onlyNote: You can’'t tell just by | ookSellA@ at the r
Organizations must follow their local business rules for tracBelgAOroles.

Update Routing List

(R)?;::IrTi?zaLtliztan\??n?é:Dtlfrhfa\g(L:TSDoPs Default Routing List: Yes Add Routing Element
Edit Document Type Document Status Signature Name  Level  Process Name
Authorization CTO SUBMIT **CTO SUBMIT 2 BYPASSPNR
Authorization CTO BOOKED *CTO BOOKED 3 BYPASSPNR

| Update || Remove | Authorization APPROVED HelenDWest 25
| Update || Remove | Authorization APPROVED Eric T West % @ —

| Update || Remove | Local Voucher APPROVED Helen D West 25

| Update || Remove | Local Voucher APPROVED Chris A West 25

| Update || Remove | Voucher APPROVED Helen D West 25

| Update || Remove | Voucher APPROVED Chris A West 25

| Save Changes || Cancel |

Figure7-22: Update Routing List Screen

Note: For more information on addingpdating, and removing individuals from routing lists, see@fi&\
Manual, Chapter 5

2.8 Receive a Person

You can receive a person who has a DTS profile that a DTA girthaous organization detached (s8ection
2.3), but it does not belong to any organization.

As mentioned in &ction 2.3, a person with a detached profile has no permission levels, roles, or accesses
assigned. They cannot even log into DTS. When ariiltibdeis theReceive Persosteps, the profile assigns to a

new organi z at iDefault Roatidg LisaimdEDTA IBpopglatesinto the profile automatically. Based

upon the groups specified by the or gthesdesgGatéBgrqQupst he p
Permission level is set to zero, so the individual can log into DTS. However, all org and group access and any
specialized roles are set tmne If the profile was on schedule for deletion, the receiving action cancels the 15
month removal schedule.
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Allother profile data remaingsinaffectedby theReceive Persoaction. This means the org specific data (e.g.,

duty station address, phone number) and traveler unique data (e.g., personal address, email, phone, GTCC, and
EFT) must beerifiedandupdatedt o al i gn with the new organization an
Section 2.2, Update a Personal Profile).

If the profile requires org/group access, additional permissions, specialized roles, a routing list (other than the
defaut), and any other orgpecific data then after you complete tiReceive Persosteps, you must use
Updatefor the profile &e section 2.2, Update a Personal Profileintadify these items.

To receive a person into one of your organizations:

1. SelectRecéve Persorfrom the DTA Tools Baon any screen in thBTA Maintenance ToolTheSearch
Person to Receivecreen (Figure-23) opens.

Search Person to Receive * Required

Receiving Organization Name: * |

Figure 723: Search Person to Receive Screen
2. Enter theSSNbf the person you want to receive.

3. Type theReceiving Organaion Name-—that is, the name of the assigned DTS organization for the
person.

4. SelectSearch TheReceive Persoscreen (Figure-24) opens.

Receive Person

SSN: 11114111
Name: Nguyen, Andreas
Title / Rank:
Organization Name: DTMOCSD
Service / Agency by which the traveler is employed:
Routing List Name:  Training
DTAID: DTMO

| Receive Person || Cancel |

Figure 724: ReceivePersorScreen

5. SelectReceive PersanThePeople (Search Resultsgreen (Figure-12) opens The details appear for
the person you just assigned to the organization.

6. SelectUpdateto access the profile, make all necessary changes and save the record.

Note: If you try to receive a profile that belongs to another organization, DTS displays agmetsing

that fact, and provides that organization’s DTA |
they detach the profé. If you contact the DTA and the email address is invalid, then submit a TraX Help
Ticket to request a new POC contadr the loosing organization, so can request profile detach

action.
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Chapter 3: Person Module Reports

There arefour reports or vew lists you can run withithe Person tableBasic Traveler InfoAccounts Info
Special Features InfandGroup InfoLists SeeSection 3.1 for details.

3.1 View Person List

Person Lists profiles information in various fields contained in the profiles assigned to your organizations. You
can easily review, sort the data, and identify those profiles which require updates. Thke Peadule reports to
help you manage data are:

9 Basic Traveler Info Lis€Contains key information about each traveler, such as his or her name,
organization, truncated SSN, permission levels and accesses, profile type, default routing list and LOA,
and enail address.

T Accounts Info ListDisplays information about each traveler's financial data, such as their GTCC and EFT
information.

1 Special Features Info LisBhows the granted permission levels and special roles (e.g., NDEA or DMM)
for each person.

1 Groups Info List Lists the groups (by group name and owning organization) to which each traveler
belongs.

Torun aPersonReport:

1. From any screen in thdeoplemodule, selecView PersorListsin the DTA Tools BaTheView
PersonListscreen (Figur@-25) opens.

DTA Tools: People v Search People | Create Person | Receive Person | View Person Lists

View Person Lists

For "Select Organization" field, please enter four or more characters in the corresponding field to display list of available
organizations.

Select Report : | Basic Traveler Info List v |

Select Organization : [) — Include Sub-Organizations

Run Report

Figure7-25: ViewBasic Traveler Infoist Screen

2. (Optional) Your main organization name appears by default irStblectOrganization(Name) text
field. You can enter a different organization instead.

3. (Optional) Check thénclude SubOrganizationshox to include search results from organizations
subordinate the selected organization.

4. (Optional) TheBasic Traveler Info Listppears by default in th8elect Reporfield. Select the report
you need to run, so you can review the findings.

5. SelectRun Reprt. DTS prompts you to open or save the report. The option you select determines
whether DTS downloads the report to your computer or displays it in an Excel spreadsheet.
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https://media.defense.gov/2021/Nov/15/20028932251/-

1/0/DTA_APP_R.PDF

Defense Travel Management Office

27



